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1. PURPOCSE

Thi s docunent provides work instructions for requirenents in NMSFC
Quality Systemelenent 4.6, Purchasing. |t describes the process
for handling unsolicited proposals received at the Marshall Space
Fl i ght Center (NMSFC).

2. APPLICABILITY

This MN applies to all organizational elenents involved in the
recei pt and processing of unsolicited proposals.

3. APPLI CABLE DOCUMENTS
a. Federal Acquisition Regulation (FAR), Subparts 15.6 and 26.3

b. NASA Federal Acquisition Regulation Supplenent (NFS), Subpart
1815. 6

c. NPG 5800.1, “Grant and Cooperative Agreenent Handbook”

d. Unnunbered, “CGuidance for the Preparation and Subm ssion of
Unsolicited Proposal s”

e. MPG 5000.1, “Purchasing”

f. MW 5000.1, “Processing NASA Research Announcenents (NRA s)
and Cooperative Agreenent Notices (CAN s)”

g. MW 5100.1, “Procurenent Initiators QGuide”

h. PS-OWN-03, “Procurenent Systens and Data Managenent”
i. PS-OWN-07, “Nonconpetitive Procurenent Docunentation”
4. REFERENCES

None

5. DEFI NI TI ONS

a. Academa. Private or state-supported school, university, or
educational institution.

b. Controlled Unsolicited Proposal. An unsolicited proposal
t hat has been assigned a control nunber by PS10.
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c. HBCU Hstorically Black Coll eges and Universities (FAR
26.301) .

d M. Mnority Institutions (FAR 26.301).
e. NRA. NASA Resear ch Announcenent.

f. Submtter. Individual or |egal representative who
submts the unsolicited proposal for consideration. (See
Gui dance for the Preparation and Subm ssion of Unsolicited
Proposal s.)

g. Unsolicited Proposal. A witten proposal submitted

to NASA on the initiative of the submtter (independently
originated) for the purpose of obtaining a contract (or other
agreenent) with the Governnent, not in response to a formal or
informal request (other than a NASA request constituting a
publicized general statenment of needs). It nust denonstrate an
i nnovative and uni que concept or capability, contain sufficient
technical and cost information to permt a neaningful eval uation,
and present a product or service not otherw se avail abl e that
woul d contribute to NASA's mssion. (See FAR 15.6, NFS 1815. 6,
and NPG 5800. 1.)

h. Unsolicited Proposal Coordinating Ofice. A point of contact
established wthin MSFC to coordi nate the receipt, eval uation,
and di sposition of unsolicited proposals.

i. Unsolicited Proposal Eval uati on Request Package. |ncl udes
the foll ow ng:

(1) Justification for OGher Than Full and Open Conpetition
(JOFOC) @Guide for Unsolicited Proposals. (See PS-OW-07.)

(2) WMSBFC Form 4236. Unsolicited Proposal Recomrendati on.

(3) MSFC Form 4236-1. Justification for Acceptance of an
Unsolicited Proposal (JAUP).

(4) WMSFC Form 4236-2. Proposal Budget Eval uati on.

(5 MSFC Form Letter 129. Request for Evaluation of Unsolicited
Pr oposal .

(6) NASA Form 1356. C. A S.E. Report on College and University
Proj ect s.

(7) Notice. Unsolicited Proposal-Use of Data Limted.
(Required if Unsolicited Proposal is received wthout any
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restrictive |l egend and no eval uation outside the Governnent is
necessary.)

(8 Recommendation and Determ nation to Solicit from One Source
(RDSS) (applicable if less than $100,000). (See PS-OW-07.)

(10) Technical Evaluation Guide for Unsolicited Proposals.

6. | NSTRUCTI ONS

This MN relates to the receipt, process, evaluation and

adm ni stration, and award of all unsolicited proposals received
at MSFC. Upon receipt, all unsolicited proposals are to be
forwarded to the Procurenent O fice, Policy and Information
Managenent Depart nent/ PS10.

a. Action by PS10:

(1) Receive all unsolicited proposals directed to MSFC.

Maintain an Oficial File of each unsolicited proposal with
submtter’s nane, date received, subject/title and anount in U S.
currency.

(2) Forward copy of unsolicited proposal to Procurenent Oficer
for approval. |f disapproved, forward denial letter to
submtter. Mintain a copy of the proposal in Oficial File.

(3) |If approved, assign a control nunber to the unsolicited
pr oposal .

(4) Controlled unsolicited proposal, with an unsolicited
proposal eval uation package, will be forwarded to cogni zant
prograni project office requesting a technical eval uation.

(5) If controlled unsolicited proposal is froman M or an HBCU
a copy of proposal will be forwarded to the Equal Opportunity
Ofice/0OS01 for mnority eval uation and fundi ng.

(6) |If controlled unsolicited proposal is fromoutside the
United States, a copy of proposal will be forwarded to Technol ogy
Transfer Departnent/CD30 for eval uation and fundi ng.

(7) Copies of all unsolicited proposals received fromacadem a
w Il be forwarded to Education Prograns Departnment/ CD60 for
Center statistics.

(8) VWhen a controlled unsolicited proposal has congruence to an
NRA, proposal will be forwarded to the office adm nistering the
NRA for technical evaluation. (See MW 5000.1, “Processing NASA
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Research Announcenents (NRA' s) and Cooperative Agreenent Notices
(CAN' s).")

(9 Mintain a copy of MSFC Form 4236 in Oficial Unsolicited
Proposal file.

(10) If for funding or technical reasons the technical

eval uating office decides not to process the unsolicited proposal
for award, PS10 will issue a notification to the submtter with
the reason, upon receipt of the witten technical eval uation.

b. Action by Centerwi de Organi zati ons:

Route all msdirected (uncontrolled), unsolicited proposals to
PS10 before taking any action.

c. Action by cognizant Departnent or Ofice; Equal Opportunity
O fice; Technology Transfer Departnent; Education Prograns
Depart nent :

(1) Upon receipt of a Request for Technical Evaluation

(eval uation request package) of a controlled Unsolicited Proposal
from PS10, conplete Form 4236 and return it to PS10 within 14
days of the date of the request.

(2) Followup with PS10 when trying to “locate funds.”

Conpl etion of technical evaluation and search for funds is
limted to a total of 45 days.

(3) If acontrolled unsolicited proposal has been eval uated and
is to be funded for award, prepare a conpl ete procurenent package
(procurenment request, witten technical evaluation, and as
appropriate, a JAUP [ MSFC Form 4236-1], JOFOC, or RDSS; Proposal
Budget Eval uation [ MSFC Form 4236-2]; C A S.E. Report [NASA Form
1356]; etc.) for award processing by the Procurenent Ofice.
(See MN 5100.1, “Procurenent Initiators Guide,” and PS-OW-03.)
7. NOTES

None

8. SAFETY PRECAUTI ONS AND WARNI NG NOTES

Unsolicited Proposal -Use O Data Limted.

9. RECORDS

a. Quality Records. See MPG 5000.1, “Purchasing.”
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b. Forns/Formats. The blank forns and formats |isted bel ow are
not quality records.

Notice -- Unsolicited Proposal--Use of Data Limted

MSFC Form Letter 129 -- Request for Evaluation of Unsolicited
Pr oposal
MSFC Form 4236 -- Unsolicited Proposal Recomrendati on

MSFC Form 4236-1 -- Justification for Acceptance of an
Unsolicited Proposal (JAUP)

MSFC Form 4236-2 -- Proposal Budget Eval uation

JOFOC -- Justification for Oher Than Full and Open Conpetition
Qui de for Unsolicited Proposals

RDSS — Recommendati on and Determ nation to Solicit fromOnly One
Sour ce

Techni cal Eval uation Guide for Unsolicited Proposals

NASA Form 1356 -- C. A.S.E. Report on College and University
Proj ects

10. PERSONNEL TRAI NI NG AND CERTI FI CATI ON

See MA 5100. 1.

11. FLOW DI AGRAM

See Appendi x A

12. CANCELLATI ON

MA 5115.1 dated May 14, 1999
Oiginal Signed by
A. G Stephenson

Di rector

Appendi x A Unsolicited Proposal Flow D agram
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APPENDI X A

UNSCLI Cl TED PROPCSAL FLOW DI AGRAM

Recei pt by Centerw de Organi zations [6.b.]

v

| Forward to PS10/Procurement Office [6.b.] |

v

PS10 Mai ntains O ficial

File (copy of proposal, submitters

name, date received, subject/title, anpunt) [6.a.(1)]

v

PS10 sends copy of Unsolicited Proposal
O ficer for approval

to Procurenent
to process [6.a.(2)]

v

Forward acadenia’s
unsolicited proposals
to Education Progranms
Departnment [6.a.(7)]

PS10 Assigns Control Number [6.a.(3)]

'

Proposal is froman M
or a HBCU

!

A

Proposal is from outside
the United States

.

|

Ot her Controlled
Unsolicited Proposal s

PS10 requests Techni cal
Eval uation from Equal
Opportunity Ofice [6.a.(5)]

PS10 requests Techni cal
Eval uation from Technol ogy
Transfer Departnent [6.a.(6)]

PS10 requests Technical Eval uation
from O fice/ Department/Educati on

Program Ofice [6.a.(4)]

'

|

|

| Wthin 14 days returns conpleted Form 4236 to PS10 [6.c.(1)]

Fol l ow-up wi th PS10 when trying to locate funds. NOTE:
and search for funds is limted to a total

Compl eti on of Technical Eval uation
of 45 days. [6.c.(2)]

Yes le

Funded?
L

Prepare conpl ete procurement package (procurenent

eval uation; JAUP (4236-1),

JOFQCC, or RDSS; proposal budget eval uation (4236-2);

C.A.S.E report (1356); for award processing by the
Procurenent Office [6.c.(3)]

request; witten technical

A

Assi gned contract specialist enters action into PROM S
& negoti ates action.

y

Procurement O fice nakes award
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Forward techni cal
eval uation to PS10 with
reason for not processing
for award. I6.a.(10)1

PS10 writes deni al
letter to submtter
[6.a.(2) and(10)]
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